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DOCUMENT RETENTION PROGRAM MEETING - RICHMOND 
December 9, 1988 


I attended a meeting in Richmond Friday, December 9 in the Executive Conference 
Room, Operations Center, chaired by Barry Case. The purpose of the meeting was 
to review an upcoming Records Program survey that will be performed by the firm 
of Hunton and Williams (Legal Council), Richmond, Virginia. 

Hunton and Williams has been retained to perform a survey of all Philip Morris 
operating companies relative to their record keeping operations. This survey 
will provide a snapshot of record keeping operations, by operating company. 

Upon completion of their survey, Hunton and Williams will make a recommendation 
to senior management. 

It is anticipated that this recommendation will result in a uniformity of 
policy and procedures, by department, for record keeping. I forsee these 
policy and procedures to be forthcoming during the first quarter of 1989. 

The current schedule is as follows: 

0 All departments will be distributed the Records Retention Program questionnaire 
on 12/12/88 to be returned to Billie Tripp by Thursday, December 15. 

0 Tom Slater and Ray Hartwell of Hunton and Williams will be visiting this plant 
Friday, December 16 to review this questionnaire with individual departments. 

0 The meeting is set up in Al-2 conference room starting at 9:00 a.m. with 
department schedules to be forthcoming. 
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